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Directions for Running Reports
School Year 2006-2007
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If you can not get your reports to run, call Debbie Lancaster at (605) 773-7109.

Running a Report
STEP #1: Welcome to the Main Menu of the Personnel Record Form System

® |fyouare Io ed in using a PC, foIIow the below steps:

xplorer provide

NOE

~uiay #1 Select "Reports” from the main toolbar.

Actions %

Reports

Support Tables Welcome |
Aot

Litilities

Administration of tl

Close

® |f you are logged in using a MAC, follow the below steps.

#1 Select "Reports

from the main toolbar

iK LaunchPad - [DEEH MainMenu [Test]]
' File Applications oA

H eports for DE 04 Personnel [Test]

Distr'ear Reports for DE M4 Persarnel
b

DECAY

| E51

#2 Click on "Reports for
i DEOQ4 Personnel”.

Change District and
e Welcome to the Main Menu
CertfCred
Conespondance of the Personnel / Calendar
District Infarmation
Authority to Act
Add DistrictiSehonl Inforn Data Collection
Add Bus Driver Informatic
Check Graduation Inform
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STEP #2: Reports Group Screen
Report Group -

=

| All Report Groups Available

Su:hnu:ul srit- D
School Digtricts

T

Edit Check: Minimum Graduation Requirements, By Subject
Area

Edit Check: Minimum Graduation Requirements, By Units of
Credit

Report: Average Salary of Adminiztrative, Based on FTE

Report: Average Salary of Classroom Teacher, Bazed on
FTE

Report: Average Salan of School Service Specialist, Based
on FTE

Report: FTE Summarny of Other Staff

Report; Graduation Requirement Credit Unitz
Report: kath & Science Indicatar

Report: Special Education Perzonnel

Rennrt Srerial Fduratinn Personnel Somemar
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Description
Edit Check PRF Perzonnel Salary

F

Edit Check: Minimum Graduation Begquirements, By Subject £

Edit Check: Minimum Graduation Begquirements, By Units of
Report: Average Salary of Administrative, Based on FTE

Fepart: Average Salary of Claszroom Teacher, Bazed on FTE

Report; Average Salay of School Service Specialist, Based

Report: FTE Summarny of Other Staff

Report; Graduation Bequirement Credit Unitz
Report: bath & Science Indicator

Report: Special Education Perzonnel

Rennrt Snerial Fdoratinn Persannel Somemaro

1. Click on the drop down box to show all of the available report groups associated with the

logon id.

PN

Click on "View".

Click on the desired report group (if more than one choice is available).
Highlight a specific report you want to print and click.

STEPS #3: NOTE: You will have to follow these "Internet Connection Wizard" steps initially,
and each time you wish to access a report in the future skip to the next step.

il LaunchPad - [hitp://applications_state_sd us/Applications/DED4Pers/HeportMenu_asp?Stampll ser=NSBNODEDD3]

Eile Applications  Reports Window  Help

|Repmt By Staff Person

E Internet Connection Wizard

Get Connected!
get connected to the Internet.

account for this computer,

Click Mext to continue.

Welcome to the Internet Connection Wizard, the easp way to

“r'ou can uze this wizard to automatically set up a new
connection ko the Internet, or to manually configure an existing

After the wizard hag et up your connection, you can uge the
Internet ta access information and communicate with people
from all aver the world, right from your desktop.
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s/DED4Pers/ReportMenu.asp?5tampll s SBMODEDDO3]
Beports  Window Help

IRepDr’t: By Staff Person

E Internet Connection

Setup Options

The Intemet Connection ‘wWizard provides pou with three setup
optionz. The optionh you choose depends an whether pou hawve
an account with an Internet service provider or if this is your
first time connecting to the Internet. Click the task vou want to
perform, and then click. Nest

| want to choose an Intemet service provider and set up a
new Internet account.

| want to set up a new connection on this computer to my
existing Internet account using my phone ine o local area
netwark [LAM)

& { already have an Intermet connection set up on thi |
computer and | do nat want ta change it H

#1 Click on | already have an #2 Click on "Next"

internet connection.

aunchPad - [http://applications.state.sd_us/Appl ns/DED4Pers/ReportMenu_asp?Stampl ser=MSBNODE0D3]
ﬁfile Applications  Repots  Window  Help

: |Repmt By Staff Person

E Internet Connection Wizard

Use an Existing Internet Connection

The Intermet Connection Wizard hag not changed your cunent
conhnection settings.

To set up new Internet connections, you can start the [ntermet
Connection “izard at any time by clicking the Start button,
pointing to Programs, pointing to Intemet Explorer, and then
clicking Connection Wwizard

Click Finish to close the wizard.

Click on "Finish"

Cancel
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STEP #4: Report Information Needed

Report Group
| All Report Groups Available ;l
Name Description
E?Epmt Avverage Salary of Classroom Teacher, Based on Report; Average Salay of Claszroom Teacher, Based on FTl—I
Eﬁlp__'?.ré Avverage Salary of School Service Specialist, Based Report; Average Salay of School Service Specialist, Bazed
Report: FTE Surmmary of Other Staff Report: FTE Summary of Other Staff
Report; Graduation Bequirement Credit Units Report: Graduation Bequirement Credit Units
Report: Math & Science Indicator Report: Math & Science Indicator
Report: Special Education Personnel /3 DED4 - Teacher Certification/Personnel System —
Report: Special Education Perzonnel Summarny
Application: Autharity To Act Enter criteria for report
Application: Change Date of Birth Form
Edit Check PRF Perzonnel
Edit Check PRF Personnel FTE =chool Year: |[PE
Eelit Clharl - Atandzmnes Canbare with we ETE

1. If you want to run the current school year reports, type in 2004. 1f you want to run last year's
report, select 2003, etc.....
2. Click on "OK".

If you get the below error message when you are running a report on a PC:
"The Seagate Software ActiveX Viewer is unable to create it's resource objects.
To rectify this problem, please install Internet Explorer 4.0 or install DCOM for
Windows 95 and the latest Microsoft Scripting Engine. These files are available
at Microsoft's web site.”

#§ Find: Filez named crviewer_dll
File Edit “iew DOptionz Help

Delete the crviewer.dll files.

Name & Location | Date Madiied | Ad

Hamed: |EEERER) j

Sham

j Browse... | Mew Search

Loak ir:

¥ Include subfolders

gii

Mame | In Folder I Size | Type | todified
3 T, C:\Program FileshHEAT B49kE  Application Extension 024262007 317 P
crviewerdl  C:hAProgram FilezhSeagate Soft.. 498KE  Application Extenzion  01/28/2000 8:19 Ak

1| | 0
4

2 filefs] found
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STEP #4: The report you selected will populate the Crystal Report Viewer

; Crystal Report Viewer - Microsoft Internet Explorer provided by State of South Dakota for TS

| * &g =l o] || 4 T ol IR
Feven| /\ /O
/ VN NN

2|

|

. TIP: Click on the
TIP: Clickonthe || IP: Click arrow to go to the
on the arrow
arrow to go to the 0 go to the last page.
previous page. next page.

0 o

iﬂﬁlalll 2] Inbos - Microsoft Dutlook | @ Explaring - M:ADATAY200, I W Microsoft ‘word - Running I (&6 LaunchPad - [General Re “@Cryslal Report Yiewe__. |M®ﬂ§ﬁ E:25 PM

STEP #5: To close out of the report, click on the box with an "X" in it located in the upper right
hand corner.

/3 Crystal Report Viewer - Microsoft Internet Explorer provided by State of South Dakota for TS

| % & & 7[z=[w E (|1 ots LRI #1 To close out of the report, click on

Presview |

o e the box with an "X" in it located in
the upper right hand corner.

STEP #6: Follow the above steps to run another report.
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Printing a Report

Frinter

Mame:

Status:  Ready

- #2 Select the appropriate printer to
#3 Set your print range which you want to print to.

Print range: Copie: o agwits of redit requied by His disirict for High Sohool Graduation

o Al Humber of copies: 1 —

© Pages  from: |1 fo |1 \I #4 Enter the number Of Copies W!E:ly
£ Gelection | Caflate

Ok ! L

#5 Click on "Ok".

=

Click on the icon that looks like a printer.

Select the appropriate printer to which you want to print to.

3. Setyour print range. WARNING: If you are a larger district, you may need to set your print
range (EX: First time set your print range from 1 to 30 and then 31 to 60 and then etc...)
depending on the buffer size for the printer.

Enter the number or copies

Click on "OK".

N

ok

Exporting a Report

OPTION #2: If you want to export a report to Word, Excel, etc...

3 Crystal Repont Yiewer - Microsoft Internet Explorer provided by State of South Dakota for TS

(=]

(O]
| % %l @4];;%:%?4-,——‘ #1 Click on the icon that looks like an envelope.
Presisw

Report Viewer Export

ﬁ Desklop

[

Save in:

#2 Choose where you want to save the file to.

&R [
My Computer
2 A% on Clent' (&:] TRICT/SCHOOL INFORMATION
=2 C§ on Client' (]
=2 D% on 'Clent' (D7)
Metwork Meighborhood - H
% My Brigfcase #3 Type In the "Flle Name"
TR T e dstvicd Jov g SoRO0 CRadbation |
File name: |Heport far PRF —— Save #5 Be sure to CI ICk on "Save" ta]l Weeldy
Save as bype: ICI stal Report - Minutes

L
Crystal Report 7.0
Rich Text Format

Eioal 50 booment #4 Choose what you want to save the report as.
SUGGESTION: Choose "Word Document".

Contact: Debbie Lancaster at 773-7109 6 Email: debbie.lancaster@state.sd.us
08/10/2006




Submission deadline October 13, 2006

Refreshing a Report

OPTION #3: If you have encoded some data and want to refresh the screen, follow the below
steps...

a Crystal Report Yiewer - Microsoft Internet Explorer provided by State of South Dakota for TS
. ;—’J H " (1B
| % 8 & ey : #1 Click on the "Refresh™ icon | =)
Preview I —|
=l
-
Please Enter Schoal Year
|
s I rﬂm| #2 Enter the school year.
o & th sttt fire High Sehool Grashution :
. . | Averaze Weekly School Time Total Weekly
" " Minutes Term Type Option Minutes
#3 Click on "Finish". bﬁl e | »
1

Searching for Text

OPTION #4: If you want to search for some text, follow the below steps...

; Crystal Report Yiewer - Microsoft Internet Explorer provided by State of South Dakota for TS
[ %Iﬁ # 7= 1o = 1ot bV IJNﬁ #1 Click on the "Search Text" icon
Preview
#2 Type in the text you _Z'J #3 Click on
want to find. gy w\‘ "Find Next".
I Canicel | H |
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